ADMINISTRATIVE ASSISTANT
Selection Process I.D. #
5400/KE/1116

EXAMINATION PLAN

WRITTEN EXAMINATION

Multiple choice exam - 50 items
Weight = 100%

70% to pass

Time Limit = 2 hours

Hand-held calculator permitted

Content Area # of Items | Percentage
Basic Accounting Concepts 5 10
Basic Computer Knowledge 11 22
Composing Correspondence from Rough Draft 5 10
Interpersonal Skills 6 12
Math Calculations and Data Interpretation 8 16
Principles of Time Management 3 06
Proofreading Information 5 10
Records Management 3 06
Report Writing and Presentation Concepts 4 08

TOTAL 50 100%
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This examination consists of 50 multiple choice questions. All questions are equally
weighted.
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